MAKING A 





'PHOTOSTAT 






RECORDAK PROCESSING THE MICROFILM 



CAMERA 



MAKING A MULTIUTH NEGATIVE 






£ 



Ikit-W-T t-rkd 



Detm earner* 
setting 

Place doe* 
in oopyboard 

Maks exoosure 

I 

Develop 

I 

Shortstop 

I 

Fix 

I 

Wash, 

I 

Dry 

I 

Sort 

t 



t 



** 



REF ID : A70867 

rim SHEET OF OPERATIOHS SPS 

Requisition from all 
other Post components 






By mail or oourier 



I SPS ID I 



Branch Chie£ 
Ex. Off 



Photographic 

Offioer 



I PhgtqrgggCdJ 

Load camera 



I Blue Print (VP It 
Make Exposure 



[Snesdcranhlol * 
Load holders 



IProoess Wexl 
Determine camera 






I 



Load oanora Dots enlarg 



L 



1 


| 


| 


setting 
Place doo. 


1 or redn 

1 1 

Feed camera Make expos* 


Foous 


Develop 


Arrange lights 


1 


1 


1 


in copyboard 
1 


1 1 



Make exposure 

I 

Remove roll 

I 

Develop roll 
in Stlnenan 
l 

Harden 

I 

Fix 

I 

Wash 

I 

Wipe 

I 

Dry 

Edit 



Fix 

I 

Mash 

I 

Dry 

I 

Trim 

I 

Sort 



Determine exposure 

by meter 
_ i 

Foous camera 

I 

Make exposure 

I 

Remove film 

Develop 

1 

Harden 

I 

Fix 

I 

Wash 

l 

Wipe 

I 

Dry 

I 

Retouch 

I 

Opaque 

I 

Sort 



Make exposure Remove roll Develop 



I 

Develop 

1 

Shortstop 

I 

Fix 

I 

Wash 

I 

Dry 

I 

Sort 



I 



Develop in 
Stinemaa 
l 

Harden 

I 

Fix 

I 

Wash 

I 

Dry 

I 

Edit 



I 



Shortstop 

I 

Vix 

i 

Wash 

I 

Dry 

I 

Sort 

I 

Trim 



Make raoeipt 

I 

Deliver 

I 

File receipt 



File requisition 



Photocopyist prooedure is the same as photostat 

Brown line prints require the making of a negative by the above procedure and then 
the ease prooedure again in making the brown line print 



Halftone negatives require four (4) different exposures for each negative 






W.D., A. 0.0. Form Ho. 070J 
(15 September lMt) 

PROCEDURE* 

FORM TITLE: -ilgft.fi XKM 



REF ID:A70867 



PROCEDURE ANALYSIS (WORK SHEET) 



fv;Tv?7rTt cTnWrtj'iz" 



TYPE OF FORM: STANDARD □ WD □ WD-AGO □ I NTRA-SERV ICE □ I NTRA-OFF ICE jj3P 

REMARKS 



FORM NO 



VOLUME A SETS PER 



DETAILS OF PREPARATION PROCESSING AND DISPOSITION 




organization or 

INDIVIDUAL HANDLING 



PROCESS ING OPERAT I ON 



IS POS IT ION 



ONWARDS 



jjjggjgg! 



X* sftjotppo sMit 



arogares • 3?4Seo 2s & 
fattse 






VhU Sam to o aaflafl So cote to fcaap 
o station to StatSoft of mmaym 
pG&aSits «ws» a gatfttaflflft circuit 4ati 

a 34 few* parSaS* St So aSfio oeaSaS 
Sot the jsaaeposo of Iseplas a esaotoat 
cjbttfc on laaaaswswtf £® f d aa3 80 f e# 



aa-enia-a 
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SENT Number Sheets 




SIS -EC Fora No. 666 
2 January 1945 
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W.D., A. 0.0. Form No. 070? 

(15 September 1944) 

PROCEDURE ANALYSIS (WORK SHEET) 

PITOCETJURE : Acknovledg ement of Receipt of Outgoing Message by Addressee 



.of _1_ 



Form" title: AHS Beesage Canter - Outgoing Message Receipt 

TYPE OF FORM: STANDARD □ WD CH WD-AGO □ I NTRA-SERV ICE 20 I NTRA-OFF ICE □ 

REMAR Kb : ' 



FORM NO SZS-SC Ho 

V 

VOLUME 1&7 SFTS PE 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



C OPY 
NO. 



ORGANIZATION OR 
NO I V I DUA L HAND LI NG 



1 . 



Receiving Office 



PROCESS ING OPERAT I ON 



FORWARDS 



Prepares 



D IS POS IT I 0 



DESTROYS 



X. 



Addressee 



Signs name and time of receipt of 
message 



1 



1 . 



Receiving Office 



Placed in permanent file 



This fora is needed to protect the 
gjessage Center* When the addressee 
claims not receipt of the message 
the signed receipt is pulled from the 
file to prove delivery. 



25-5 



OUTGOING MESSAGE RECEIPT 

AS OUT No ORIGINATOR 

RETURNED TO 

DATE TIME RETURNED 

RECEIVED BY 

RETURN IMMEDIATELY TO MESSAGE CENTER, A BLDG. 
SIS-SC Form No. 647 
20 July 1943 




REF ID:A70867 



W.O., A. 6.0. Form No. 0703 ^ 

(15 September 1944) 

PROCEDURE ANALYSIS (WORK SHEET) 

PROCEDURE: SPSID - 4 

FORM TlTLF: Receipt 

TYPE OF FORM: STANDARD □ WO □ WD-AGO □ INTRA-SERVICE O I NTRA-OFF ICE □ 



FORM NO. 



VOLUME: SETS PER 



REMARKS: Tha recei 

within tha Branci 



the division of work between Branches, the material used 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 
INDIVIDUAL HA ND L I NG 



PROCESS ING OPERAT I ON 



D IS POS IT I ON 
- orw a pds| destroys! FI IE 5 



Recording personnel 



Prepare receipt 



Delivery personnel 



Deliver completed work k receipt 



Originator of Requisition Sign Receipt 



Delivery personnel 



Return receipt to Branch 



Periodically 



Photographic Officer 



Assign Reoordnking job 



Operator (Enlisted) 



Vakes Rocordak film 



G ENERA L 



35-55I2-30M 



V.O., A. 6.0. Form No. 070? 
(15 Septeidber 1944) 



REF ID : A70867 



PROCEDURE ANALYSIS (WORK SHEET) 



PROCEDURE: 



SPSID - 4 



FORM titlf: Photographic Requisition 



TYPE OF FORM: STANDARD CD WD □ WD-AGO CD INTRA-SERVICE QD INTRA-OFF ICE □ 



OF 



FORM NO. 

VOLUME: SETS PER 



REMARKS: Requisition comes In from I & L by messenger from mail room, or by 
cou rier from .0 Branch. E-IIT. and BII as main sources. Others bv mail* 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



C OPY 


ORGANIZATION OR ' 




D IS POS IT 1 ON 


NO. 


1 NO IV IDUA L HAND LI NG 


PR CCESS ING OPERAT 1 ON 


FORWARDS 


OESTROTS 


FILES 


1 


Branch Chief or Ex* Off* 


Approval or disaporoval 


X 






1 


Photographic Officer 


Assign job 


X 






1 


Operator (Fnlist^d) 


** Perform necessary operations 


X 






1 


Recording Personrel 


Make receipt 






X 




Peric 


dically 




l 




1 


Photographic Officer 


Assign Recordaking job 


X 






1 


Operator (Enliston) 


Makes Recordak film 






X 




** Covered in Appendix 


1 

G BDfERA L 




i 

i 

25-5512 


-SOM 

L_ 




REF ID : A70867 



RESPONSIBILITIES AND FUNCTIONS OF THE TRAFFIC SECTION 



1. Arranges for and operates such communications channels as may be 
required or directed between the Signal Security Agency and other 
points. 

2. Operates and maintains a message center for the receipt, trans- 
mission, and cryptographing of the Signal Security Agency and special 
G-2 communications. 

3. Operates and maintains an exchange service for recording incoming and 
outgoing intercept traffic received from United Kingdom sources and is 
responsible for certifying communications costs incident thereto. 

4. Receives and records all incoming and outgoing mail, except crypto- 
graphic material, and provides mail service to, from and between the 
offices of the Commanding Officer, Assistant Commandant, Director of 
Communi cations Research, Control Officer, Arlington Hall Station, Second 
Signal Service Battalion, Chiefs of Divisions and Branches. 

5. Maintains a messenger service and an officer courier service and 
prescribes mail messenger and courier procedure for the Signal Security 
Agency and Arlington Hall Station. 

6. Procures, stores, and issues certain routine War Department publica- 
tions dealing with technical operations of the Signal Security Agency. 



0 REF ID : A70867 0 

PROCEDURE ANALYSIS (WORK SHEET) 
procedure* Circuit Number Check on Incoming Messages 



W.D., A. 6.0. Form No. 0703 
(l5 September 1944) 



FORM TITLE: 



Received Number Sheets 



TYPE OF FORM: STANDARD □ WD CD WO-AGO □ INTRA-SERV ICE □ INTRA-OFFICE 

REMARKS: 



* 



.OF. 



FORM NO. 



SIS-SC 110.659 



VOLUME 



SETS PER 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



COPY ORGANIZATION OR 

NO. INDIVIDUAL HANDLING 



PROCESS ING 



OPERAT I ON 



D IS POS IT I ON 



FORWARDS DESTROYS F | LES 



X. 



Teletype Sub-Unit 



Prepares • Files la permanent file 
for future reference. 



i 



This form is needed in order to keep a 
station to station check of messages 
passing over a particular circuit during 
a 24 hour period. It is also needed 
for the purpose of keeping a constant 
check on unanswered RQ’s. 



29-5012-30V 








REF ID : A 70867 



•=5- I2» 

W.D. ,** A.S.O. Form No. 0703 
(15 September 1944) 



PROCEDURE ANALYSIS (WORK SHEET) 

Starter Locsina of Incoming Soesageo 



PROCEDURE: 

form t i t i f : Arlington Hull Station Oeaoogo Cggtw * laegalnre 

TYPE OF FORM: STANDARD □ WD □ WD-AGO □ I NTRA-SERV ICE □ I NTRA-OFF ICE USE 

REMARKS: 



form n-o.SIShGC fJo 63 
VOLUME :_24SETS PERd 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 






W.D., A. 0.0. Form No. 0703 
(15 September 1944) 



REF ID:A70867 



PROCEDURE ANALYSIS (WORK SHEET) 



PROCEDURE: 



IflaflM IJrv-^w 

l»l m V»*V WW 



FORM TITLE: 



FORM N0.et5W3»_r« C-* 



TYPE OF FORM: standard □ wd GU wo-ago □ intra-serv ice □ intra-office Ok 



VOLUME . 3 SETS PER j 



REMARKS: 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION or 
I ND IV IDUA L HANDLING 



D IS POS IT I ON 



Cod# fiooo 



PROCESSING OPERATION Jf0RWARDS^DESTR0YS|f 



Prepares * destroyed after completed 



This farm le needed to keep @ constant 
control of incoming mesa ages In the 
code room. It indicates to the officer 
the location of each message end who 
has It* It also indicates to the 
officer hct7 long the message has been 
In t!ie code room* Its greatest value 
is that it erectly reduces the chance 
of a message becoming misplaced in the 
code room* 



25 - 5512-3 





-AS NR 


me 


Ti«£ IN 


OICGR 


TYPE 



.ODE ROOM LOG, SHEETS 
X NCOM l NG 







StS -SC K*n No 
14 mgu>r 
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V.D., A.S.O Form No. 0703 
(15 September 1944) 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE* lUtaafrfllir? JtoaaSa s EsaB3£ 

Za m 






FORM TITLE- 



TYPE OF FORM* STANDARD □ WD O W0-AG0 CD I NTRA-SERV ICE O I NTRA-OFF ICE S3 



.OF. 



FORM NO 

VOLUME 6 SETS PER d 



REMARKS 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



C OPY 


ORGANIZATION OR 




D IS POS IT 1 ON | 


NO 


1 ND 1 V IDUA L HA ND L 1 NG 


PROCESS ING OPERAT 1 ON 


FORWARDS 


DESTROYS 


F 1 LES 


1 


iJtmtotlXG Office 


Prepares * VU&o is peraemsat file 
for fstotfo Florence* 






1 




O 


mio faro io needed to reee®a tbe 
ooaplete atotgrita&ion of oU eapteo 
of each fnmfldttc aoesaee* tt id alee 
to veil If the receipts base 
teen retimes* SMe 1c done by asking 
o cheek mrk beside t&o eegy tnsfcer 
ebt» the receipt ban tees reUamed. 




25-5512 


-3 OH 










Form No. 0703 
fl 5 September 1944) 



IF ID:A70867 



PROCEDURE ANALYSIS (WORK SHEET) 



PROCEDURE: 



FORM TITLE: 



FORM N 0 &J2-2C iiO 



TYPE OF FORM: STANDARD □ WD □ WD-AGO □ I NTRA-SERV ICE [jjp I NTRA-OFF ICE □ VOLUME -jffi SETS PE 



REMARK*: 




DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 
INDIVIDUAL HANDLING 



PROCESS ING OPERAT I ON 



0 IS POS I T I 0 

fory*ards|destroys|. 



Scceivins Office 

Receiving Office 



Prepares 

Prepares • files In suspense 



addressee 



Sigso osd indicates action 



Receiving Office 
Receiving Office 



' riles 

Remove from file 



This form Is needed to supply necessary 
information in following up unanswered 
Incoming messages* 



25-5 



AGT BS#LIJ^ A7 0 8 6 7 

ASSIGNED TO 

DATE & TIME DELIVERED 

ACTION COMPUTE aIiSYERED BY 

NO ACTION NECESSARY LTR. MSG., ETC. 

ACTION PARTIALLY COMPLETE 

REMARKS 



AS CM IN H 
FROM 



SIGNATURE _ 

THIS ACTION SLIP MUST BE RETURNED TO THE MESSAGE CENTER 
WITHIN 24 HOURS. 

3IS-SC Form No. 643 
29 July 1944 



SEE OTHER SIDE 



REF ID : A70867 

1. REMARKS SHOULD INCLUDE REASON FOR ONLY 
PARTIAL ACTION AND ESTIMATED Til® OF COMPLETION. 

2. THE SIGNATURE SHOULD BE THAT OF THE PERSON 
IN EACH BRANCH CHARGED WITH THE RESPONSIBILITY OF 
KEEPING RECORDS ON ALL MESSAGES. 

3. IF ACTION HAS BEEN INCORRECTLY ASSIGNED, 
NOTIFY THE MESSAGE CENTER IMMEDIATELY OF THIS ERROR. 




„ „„ _ REF ID:A 70867 ® 

V.D., A.G.p. Form No. 0703 ^ ^ 

(15 September 1944 ) 

PROCEDURE ANALYSIS (WORK SHEET) 

procedure: of Receipt of Xncotainfl Ogegageg jg Afltogggge 



.of. 



form T i T le : dHS Pasaage Center - Incoalan Uaggagg Receipt 

TYPE OF FORM: standard □ wd □ wd-ago □ intra-service DC intra-off ice □ 

REMARKS: 



FORM NO SISa£CLlfe-£41 

v 0 I II M F OAfe .SFTS PER 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 




INDIVIDUAL HA ND L 1 NG 


PROCESS ING OPERAT 1 ON r 


Receiving Office 


Prepares 


addressee 


Signs noae a*afl tino of receipt of 
sewage 


Receiving Office 


Placed in pernanent file 



C OPY 
NO. 



D IS POS IT I ON 



OR* ARDS DESTROYS F I LES 



1 . 

1 . 

1 . 



1 

1 



This faro is needed to protect the 
Doeeage Center* then the addressee 
deltas no receipt of the neaaags 
the signed receipt Is pulled fTon 
the file to prove delivery. 



25 - 6612 - 90 * 









AHS 



INCOMING MESottGE RECEIPT 



AS CM-IN No COPY No 

, FOR BRANCH 

DATE TIME SENT 

RECEIVED BY 



RETURN IMMEDIATELY TO MESSAGE CENTER, A BLDG 
SIS-SC Form No. 641 
12 July 1944 




REF ID : A70867 



I OF 1. 



V.D., A. 6.0. Form No. 0703 
(15 September 1944) 






PROCEDURE: 



PROCEDURE ANALYSIS (WORK SHEET) 

Heater Logging of Outgoing Messages 



FORM TITLE: Ml Station Hfgtt Center m Outming 

TYPE OF FORM: STANDARD CD WO O' WO-AGO □ INTRA-SERVICE □ I NTRA-OFF ICE Cg 

REMAR Kb : 



FORM NO SK-SC Ho. CSn 
VOLUME J&SETS PER fl 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



C OPY 
NO. 


ORGANIZATION OR 
1 ND 1 V IDUA L HA ND L 1 NG 


PROCESS ING OPERAT 1 ON 


0 IS POS IT 1 ON 




ftmm m\ 


FILES 


1. 


Receiving Office 


Prepares * Files in permanent file for 
future reference. 

Shis fern is needed in order to fee? 
in cob place all pertinent facts about 
all outgoing neaaegee* This file is 
referred to constantly and is of tile 
etflost taportanoe in supplying prrapfc 
answers to questions concerning outgoing 

raessagoo. 

% 




• 1 

j 

25-5512 


1 

-30M 








ifrtMrli] 



iiULlHGTOU ILhLL ST^TIOa 
CJUTZH 



j-O-T-O-J-I-ii-U 








OF 



W.D..--A.S.O. Form No. 070* ' REF ID:A70867 

(l 5 September 1944) 

PROCEDURE ANALYSIS (WORK SHEET) 

procedure: — aaalgawnt gaeci a l l&mg * to Cutting goaanesn 

FORM TITLE: FORM NO. 



TYPE OF FORM: STANDARD n WD □ WD-AGO □ I NT R A — S E R V I C E CZ1 I NTRA-OFF ICE 

REMARKS: 



VOLUME 



_^SETS PER.^ 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



COPY ORGANIZATION OR 

NO. I ND IV IDUA L HA NO LI NG 



icceivinc Office 



PROCESS ING OPERAT I ON 



FORWARDS DESTROYS FI I.ES 



Sscpawc • f i3rs fi jexwmA til o 



D IS POS IT I ON 



tom Is osetfea in oosicairg 
conaccwtive no omcP mnl mo to txaoogeo 
oQpvytoC cy&Lal msgx&bnc serSec* 



25-5512-30M 







NUMBEft 



NUMBE 






5s ^ 





J 







■W.0.=5i 'jf.S.O. Form No. 0703 
{lS September 1944) 



,REF ID:A70867 



- 1 — OF 



PROCEDURE: ASgigPae 

FORM TITLE: NonO 



PROCEDURE ANALYSIS (WORK SHEET) 
of esyctograahie System end Proper Addr 



to Outcolnn Classified 



FORM NO. _ 






TYPE OF FORM: STANDARD n WD n WD-AGO □ INTRA-SERVICE ON INTRA-OFFICE CD 



VOLUME 10 SETS PER 1 



REMARKS: 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION or 
INDIVIDUAL HANDLING 



a C° Branch 



Crypto File Sub-Unit 
□essage Center 



PROCESS ING OPERAT I ON 



D IS POS IT I ON 
forwards! destroys! FI I 



Prepares • Addreseogrepbed 



Prepares - Places on foro oyotco nutibei 
of crypto qyeten held by unit indicatac 
on the fora. Piles In pcroanerit file. 



Shis fora is needed to check the address 
on outgoing classified messages* Since 
this fora ahons nil crypto eystcoo held 
fcy the addressee* it is used in seleetiz 
the proper cryptographic trjatca for 
enciphering the message. 



-n e „ A REF ID : A708 67 M 1 AC 1 

W.D. , A. 8.0. Form No. 070? ■*• QF ■*■ 

(15 September 1944) 

PROCEDURE ANALYSIS (WORK SHEET) 

PROCEDURE: Control of Outgoing Messages In the Code Room 

FORM T i T lf ; Outgoing Code Room Log Sheets F0RM N0 gi S -SC M o 631 

TYPE OF FORM! STANDARD □ WD □ WD-AGO □ INTRA-SERV ICE □ INTRA-OFF ICE SD VOLUME ■ 7 SETS PERd 

REMARKS: 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



C OPY 
NO. 



ORGANIZATION OR 
I NO IV IDUAL HANDLI NG 



Code Room 



PROCESS ING OPERAT I ON 



D IS POS IT I ON 
IF orwarosI destroys! file 



Prepares - destroyed after completed 



This form Is needed to keep a constant 
control of outgoing messages in the 
code room. It indicates tbrthe officer 
'the location of each message and who has 
it. It also indicates to the officer 
how long the message has been in the 
code room. Its greatest value is that 
it greatly reduces the chance of a 
message becoming misplaced in the code 
room. 



9 - 9 *' 





V 



S»S-5C fowi No 4 "bl 
i ++ 














REF ID : A70867 



"V 

W.D. , 1,1.0. Form No. 0703 
(15 September 1944] 



PROCEDURE ANALYSIS (WORK SHEET) 



PROCEDURE* - Qg SaF* S«B > 

FORM TITLE* _Seadfifc_L£Sg 

TYPE OF FORM! STANDARD □ WD □ WD-AGO □ INTRA-SERVICE □ INTRA-OFF ICE gD 
REMARKS: 



FORM NO 
VOLUME g SETS PER 









£ REF ID : A70867 % 


1 


44>i 


— #c V ARL SVC NR l 


QSL SLIPS 

ji 


THRO EXCEPT! 

« ■ 


idtHL* J 


j Q • 

C-frXJ vKAA^ 
* 


r 1 * 

• 

TNtf T/C ARL 


2/ 






, A _ 


1 




• • 


1 




• AM* 


AM 




Alii V «IiL SVC Kii 401 

*m T/C 




«. 


B iUKi I Mfo, n SWSjqL, i 1 ft, 99, 

R SVC6«S«?.3JI* /f 

PT.R RFI' • 


i 




■ AAA Al* A • 

wri-icwrt'A- ^ ^ /g2 ^c. 


• 3 - 7 / ; 

1 

1 




TKX T/C AliL Z/ 


1 





REF ID : A70867 



*WTC V ARL SVC NR 401 
mi V ARL SVC NR 401 



ATTN T/C 



R SLIPS: 2492,93,94,95,96,97,98,99 

R SVCSS 389,390 
FLS RPTt 

2495 < 3092923 ) 0L 



a 



TNX T/C ARL 01JA0214Z LA PLS ACK 



REF ID : A70867 



ARL V ARI SVC NR 3 99 
NOTE TO IBM 




'ARL V ARI SVC NR 389 
NOTE, TO IBM 




ref ID-.A708 67 



T 

ARL V ARI SLIP m 2492 

■PRIORITY NJft NRS 3092878 - 3092882 



\ 



\ 





REF ID:A70867 



« 



a 



ARL V ARI SLIP NR 249 3 
NJA/NRS 3092883-3092892 






\ 



ref ID : A70867 








ARL V ARI SLIP NR 2494 
OJA NR 3092893 




MsiNl'j;'' 







r 




A fciSk&P 867 

^ JAP MIMTAPY RECKIVFD 
IN POINT TO POINT 



T“7 




Traffic and tape renal na on respective 
equipment, until string of 10 to 30 
messages has been completed . During 
this period the material la Inspected 
and notation of bad messages Is made 
on slip heading which proceeds and 
Identifies the material Included. Also 
during this process the traffic string 
is stapled end identifying remarks are 
placed on the back of the copy at the 
head of the string. Then tape 1 b of 
sufficient length, the end Is 1 nee r ted 
In a rewind reel core and It is wound 
on the reel automatically, then string 
is finished, tape is removed from reel 
and traffic is taken from machine. 



The material is taken to a work table, 
a distance of 6 feet, where each 
message on the string is time stamped, 
the tape is secured and marked with the 
same identification as is put on the 
copy, and slip heading handed to 
Service Operator. 



It is turn ready to be pieced in a 
hamper on the same table to await 
scheduled delivery to Records and 
Dlatrlbution Unit. 



All material is delivered to Records 
and Distribution Unit. 75 feet. 

Operations-— 2 
Inspections— 1 
Deliveries— 2 
Storage——! 



2 




A REF ID : A70867 0 

^ PROCEDURE CHART 

OTHER TYPES OF INTERCEPT TRAFFIC 
RECEIVED IN POINT TO POINT 



Materiel remains on equipment until 
string of messages is completed* During 
this period it is inspected and notation 
of bad messages made on slip heading 
mh*ch proceeds and identifies traffic 
included. 



Traffic ia taken to work table, 
feet. 



Traffic is placed in hamper. 



Traffic is delivered to Records and 
Distribution. 75 feet. 



Operations-— 1 
Inspections— 1 
Deliveries— -2 
Storage— —1 
Distance— 81 feet 



REF ID : A70867 




■■l 




JAP^.LSF JL ILITAH TRnJFIC EZCriVFD FROM E.S.C. 



This traffic is processed in the sens manner as Japanese ttilitcry 
traffic received in tne Point to Point Sub-Unit except th«-t any necessary 
services ere nade by the B.S.C. operator immediately pfter the transmission 
of a traffic string. 



OTHrR TYPES OF I,7EhCE?T TRJJTIC F: CFIVIE FrJDt B.S.C. 



I ■> is traffic is uracessed in tne sene sinner as other types of 
traffic received ir. the Point to Point Eub-Unit except that any necessary 
services ere made by the B.S.C. operator immediately after the trans- 
mission of a traffic string. 




PT?E ^ff rerI&fiTfe7 08 67 



JAPANESE MILITARY RFCFIVFD 
FROM RADIO CIRCUITS 



‘ 7 

\ 









1 


V 


l 
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String of enciphered tape remains on 
reperforator until completed. 



Completed tape Is torn from reperforator 
and placed in local circuit transmitter 
distributor where a clear text heading 
giving necessary Information results. 

At this point, transmitter is stopped 
and deciphering equipment is set up. 
Transmitter is again started and material 
is run off. This is a step by step 
operation and must be followed in order. 
Inspection takes place during this oper- 
ation, and necessary notations made on 
heading. 





When completed, traffic is removed from 
machine and taken to work table where 
necessary information is logged, messages 
time stamped. 6 feet. 



’’’raffle is placed in hamper to await 
delivery. 



Traffic is delivered to Records and 
Distribution. 5G feet. 

Operations 1 

Inspections— 1 
Deliveries-— 2 
Storage— — —2 
Distance- 50 feet 



N0 m ”: Other traffic received by this means is handled In the same 

manner except that It is not time stamped. 




INTEFCFPT TRAFFIC PFCEIVED FROM 
NAVY 



Traffic remains on machine until run is 
completed. Usually 2 to five messages. 
Inspection end logging takes place. 



Traffic is removed from machine and 
placed in out box for delivery to 
Records end Distribution. 65 feet. 



Traffic delivered to Records and 
Distribution. 



Operations-— 1 
Inspections— 1 
Deliver lea— 1 
Storage— —1 
Distance— 65 feet 




I 



REF ID : A70867 

fiB7»i*rnnDr /iuumi 

a * wwbi/viUj vnjuu 

JAPANESE AFFf TRANSMITTED TO 6. S. 





Tape la received from Machine Fcom ready 
for transmission and held until circuit 
time available. 



Necessary heading information given and 
contents of tape transmitted. Necessary 
logging is done during this Derlod. 
Material checked during transmission. 
Tape destroyed after transmission. 



I 



Three copies of finished product taken 
to out box and file. 6 feet. 




One copy in out box for Traffic Exchange 
Unit. One copy in out box for Machine 
Room. One copy filed for 24 hour 
reference. 

Operations— 1 
Inspections— 1 
Deliveries— 1 
Storage— —2 
Distance— —6 feet 



! 
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P ntOCEDUKE CHART 
OTHER TYPES TRANSMITTED TO BSC 



Copy of traffic to be sent is received 
from Traffic Exchange Unity pre-sorted 
by type and precedence , and placed on 
table . 



Materiel assigned message numbers. 



Material placed in radial distributor 
for pick-up by operators for perfora- 
tion. 



Material picked up. 8 feet. 



Material placed on machine, 



u 



Material perforated. 



Tape held until circuit time available. 



Tape transmitted to BSC with necessary 
heading information. Logged during 
this process and Inspected. 



Three copies taken to out box and file. 
6 feet. 



One copy placed in out box for Traffic 
Exchange. One copy filed for 24 hour 
reference. One copy destroyed. 

Operations— 3 
Inspectlons--l 
Deliveries— 2 
Storage— —5 
Distance— 14 feet 
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P r OCEDUFr CHART 

INT'TCFPT TRAFFIC TRANSMITTED TO 
NAVY (JAP MILITARY) 




Material is Received from B-14 unit and 
placed on machine to amait transmission. 



Materiel is transmitted and necessary 
logging and inspection takes place. 
Ackment received. 



Material la delivered to tube terminal 
for return to B-TV. 65 feet. 



Operations— -1 
Inspections— 1 
Deliveries— 1 
Storage— 1 
Distance-*— —65 feet 



NOTI : Dinlomatic traffic for transmission to Navy is handled in the 

some manner except that it, ie received from Recordr and 
Distribution and returned upon completion. Distance is the 
same. 
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OUTGOING ADMINISTRATIVE TRAFFIC 
TO BSC 



Material received from Message Center 
Clerk who delivers into hands of Trick 
Chief. 




Trick Chief assigns message number 
from log. 




Material is placed on machine to await 
transmission. 




Material is transmitted, Inspected. 
Corrections ere made if necessary. 
Ackment received. 



Original and three copies held far return 
to Message Center. 



Material delivered to Message Center. 

Cperations---2 
Inspections— 1 
Deliveries— 1 
Storage— -—2 



NOTF,: Outgoing operational traffic for NAVY is handled in the same 

manner. 



r' 

( PROCEDURE CHART 

ADMINISTRATIVE AND OPERATIONAL TRAFFIC 
RECFIVED FROM POIlT TO POINT STATIONS 




Message remains on machine until com- 
pleted. It is inspected during this 
process. 



Completed message is pieced on Service 
Desk where necessary logging is done 
and it is time stamped. 



e 



Message is delivered to Message Center. 
150 feet. 

Operations— 1 
Inspections— 1 
Storage— 

Deliveries— 1 
Distance— —150 feet 



Urgency and condition of message dictates whether it is stored 
after the logging and time stamping phase. If a correction is 
needed , the message is held at the Service Desk until it is 
complete. If more urgent traffic must be handled before delivery 
can be made, it is also stored at this point. 

The above procesa chart demonstrates the procedure on the 
messages received on the control circuit adjacent to the 
Service Desk. Those messages received on other circuits 
require a transportation to the' Service Desk up to 14 feet. 
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JAPANESE WEATHER RECEIVED 
PROM STATION WO FOR RELAY 
TO NAVY 



Traffic and tape remains on respective 
equipment until string of 10 messages Is 
complete. During this period the material 
Is Inspected and notation of bad messages 
made on slip heading which proceeds and 
Identifies the material included. 



Phan string is finished copy is taken to 
work table to be placed In hamper for 
delivery, and slip heading la handed to 
service operator. This is a distance of 
6 feet. 



Copy In hamper until delivered. 



Delivered to Records and Distribution 
along with other material. 



Tape is delivered to relaying point, a 
distance of 30 feet. 



Tape is held at designated point awaiting 
transmission. 



Transmission takes place. During this 
process, proper logging is done. When 
completed and receipted for, tape and 
copy are destroyed. Corrections are 
made as necessary on this traffic. 

Operations— 2 
Inspections— 1 
Deliveries-— 3 
Storage— —2 
Dl stance— -121 feet 
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MAIL TRAFFIC RECEIVED FOR DUPLICATION 



THIS FUNCTION IS PERFORMED BY ALL OFF RA TORS HAVING OTHER PERMANENT DUTIES. THE WORK 
IS DONE DURING LULLS IN TRAFFIC HANDLING OPERATIONS. 




Traffic la delivered In bulk by Records and 
Distribution unit and placed on table. 



Material la counted by station and type and 
recorded. 



Material is placed on distribution table to 
be worked on by operators as tine allows. 



Material is taken to perforator by operator. 
(Distance variable) 



Material is prepared on tape. 



Tape and copy carried to table. (Distance 
variable) 



Tape and copy placed on table to await next 
action. 



Tape and fcopy taken to available local circuit. 
(Distance variable) 



Tape run through local circuit and extra copy 
made. 



(cont.) 
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Bulk original and teletype copy taken to table. 
(Distance variable) 



Material placed on table to eve it next action. 



Conti nuout strirt£ of teletype copy is cut into 
individual messages and each message is stapled 
to original- mail copy. 



Finished product is placed in hamper to aeait 
deliver to Records and Distribution. 



Material is delivered to Records and Distri- 
bution. 50 ft. 
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* V.D. , A. 4.0. Form No. 0703 

' (15 September 19*4} 

\ 

PROCEDURE: 

FORM TITLE' OPERATOR 



PROCEDURE ANALYSIS (WORK SHEET)' 



FORM NO. 



TYPE OF FORM* STANDARD □ WO (X) WD-AGO □ I NTRA-SERV ICE □ I NTRA-OFF ICE □ VOLUME __20SETS PER 



REMARKS 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 
INDIVIDUAL HANDLING 



Teletype So-uolt 



ISPOSITION 



PROCESS ING OPERAT ION 



Sstraota data 
Deatroyea after 3 aontta. 



Thla term la aaad far logging Inaoalng 
there naaaseaiy and to aqpplgr lnfomal 
glraa lay the aooraa* 









Itamus-W D ,818 c 
(Revised 1M2) 
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RECEIVED NUMBER 




Circuit . 



Date . 



Sheet No 
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PROCEDURE ANALYSIS (WORK SHEET) 



PROCEDURE: 



FORM TITLE: 



FORM NO. WDSIG 



TYPE OF FORM: STANDARD CD WD,I^ WD-AGO □ I NTRA-SERV ICE □ INTRA-OFFICE CTT VOLUME _j£.SETS PERg[_ 



REHARKS 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 
I ND IV IDUA L HANDLI NG 



PROCESS ING OPERAT I ON 



0 IS POS IT I ON 
|FQg1WARDS| PESTROrs| F I LE 



Teletype Sub-unit 
Records Sub-unit 
Records Sub-unit 



Prepares 
Extracts data 
Destroys after 3 months 



This form la used to log outgoing intercept tr 
administrative and operational notes, an 1 to s' 
essary information regarding the traffic , 




2B-B812-801I 
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y ' Form 188— W D , EOS. C. 
* (BnUedlHD 



rvcji: xy ;ftf uod / 

OPERATOR SENT NUMBER SHEET 




«. b. lemnn niniMomci 



lft— 97MG-1 

















e - - 

W.0. t A. 4.0. Form Ho. 0709 
(l5 September 1944) 



REF ID : A70867 



PROCEDURE ANALYSIS (WORK SHEET) 

PROCEDURE- RHECKTHS m BRT.AT POINTS HANDLING INTERCEPT TRAFFIC 

FORM TITLE: STATION CHECK StUdST 

TYPE OF FORM* STANDARD □ WD □ WD-AGO □ I NTRA-SERV ICE □ INTRA-OFFICE 
REMARKS* 



FORM NO. 

VOLUME 8 SETS PER 



DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 



ORGANIZATION OR 




INDIVIDUAL HANDLING 


PROCESS ING 




Teletype Sub-unit 
Records Sub-unit 
Records Sub-unit 



IS POS IT I ON 



ORVARDSl DESTROYS 



Prepares 

Files tith comparative 138 
Destroys afteft 3 months 



These forms are necessary to check relay 
in transmission of enciphered intercept 
to Insure its receipt and to get repeats 
without going back to the originator* 1 
used by the relay point is governed by II 
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XHE 

»;UU3ER RELARKS 



S1ATI0M 30 CHECK SHEET 

* XKF 

OPR a 1TOKHER riBEStncs 
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PROCEDURE ANALYSIS (WORK SHEET) 

PROCEDURE^. Recordi ng Bipatf 

FORM TITLF- 3 * P« PlatMed Time Log 



TYPE OF FORM* STANDARD □ WO □ WD-AGO O I NTRA-5ERV ICE □ INTRA-OFF ICE CS 

REMARKS 



_1_0F. 



FORM NO. 






VOLUME 6 SETS per ttay 





DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 








COPY 

NO. 


ORGANIZATION OR 
INDIVIDUAL HANDLING 


PROCESS ING OPERATION 


D IS 
FORWARDS 




IN 

FILES 


1 

1 


sob mat f/o 

Heooxdo Obit extracts 
necessary information 


Prepared 

vj 

This form is need by Sub Obit Trick Chle 
to make a legible copy of elapsed time 
on traffic which Is kept in rough draft 
by operators* 

« i 

/ 
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SmiBE PROCEDUR E (POINT TO POINT) 



1. Point to point aervloing it done under the direct supervision 
of the Chief Operator and Involves the eentral control of all circuits 
patting traffic fron the Ptcifle Area. The servicing it accomplished 
over a tingle conference circuit on a scheduled basic following a aet 
procedure: 

a. Slip heading for a string of traffic la handed to service 
operator by teletype operator. Notations have been Bade on the clip 
heading by the teletype operator indicating that all at stages in the 
string are satisfactory or that certain aestage requires correction or 
repetition. (Staple heading attached, Exhibit A) . 

b. All slip headings on traffic fron a tingle source are held 
at service desk until the scheduled service time. A service aeeeege le 
then prepared free date appearing on dip headings. This data includes 
aesaagea satisfactorily received and aaaaagea requiring corrections or 
repeats, and Is prepared on a service slip. (Exhibit B) . 

c. Service le tranaaltted to eouroe concerned and pegs copy of 
tranaaitted service la attached to service dip and dl slip headings 
fron which data was obtained. (Exhibit C). This material la filed in 
live file until service le answered. 

d. Then answering service le received, reference is made by the 
source to original service umber and tbs traffic requiring correction is 
rs tranaaltted. 

e. Slip heading le handed to service operator and xetranaaitted 
traffio is passed on in norad aanner. 

f. If answering service le complete, original service is placed 
in deed file and held for 24 hours after which it is destroyed, 

g. If answering service le incomplete, the slip heading la held 
for next scheduled service. 
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1, Radio relay servicing Is accomplished by the Trick Chief of 
the Radio Raley Sub-Chit. Only two intercept couroea are involved, 

MS-4 daaara and MS-8 Mew Delhi. Both of theee source* share the sows 
channels to TIP and SSI. Servicing is accomplished on a two-line 
schedule depending upon radio olroult condition. 

2. Servicing is done as foUowsi 

a. Trick Chief periodically inapeots log sheets (PP SC-138) 
and the acooatpenylng cheek sheet for messages or tapes requiring aend.ce. 

b. Service la prepared in rough draft and ferries la trans- 
mitted. Page copy of service remains on aaohine. 

o. Serviced traffic la retraneaitted by source and handled as 
original traffic. Entries on log (MD SC-138) and check sheets are 
completed by teletype operator. 

d. Logs and check sheets again periodically checked by Trick 
Chief end service procedure la repeated. 

a. Page copy of services checked by duty officer end destroyed. 



